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Overview 
This manual provides basic instructions for the most common tasks Applicants and NCDOT Reviewers 

will perform on the Connect NCDOT Permits site: 

¶ Creating and submitting an encroachment 

¶ Adding/Updating document(s) in your submissions 

¶ Creating notifications, alerts and filters 

 

More detailed resources are available in the Encroachment Submissions Help section of Connect NCDOT 

at https://connect.ncdot.gov/municipalities/Utilities/Pages/help.aspx. 

Applicant Role vs. Reviewer Role 
The instructions in this manual apply to both the Applicant and the Reviewer roles.  They are considered 

as two entirely different functions in the Permits site. 

The Applicant Role is used by vendors and applicants to create an Encroachment Submission and 

monitor the status of past and current Encroachment Submissions.  All content created on the Permits 

ǎƛǘŜ ƛǎ ǎǇŜŎƛŦƛŎ ǘƻ ǘƘŜ !ǇǇƭƛŎŀƴǘΩǎ b/L5Φ  !ƭƭ ǎǳōƳƛǘǘŀƭǎ ǎǘŀǊǘ ŀǘ ǘƘŜ 5ƛǾƛǎƛƻƴκ5ƛǎǘǊƛŎǘ ƭŜǾŜƭΦ 

While discouraged, it should be noted that when an NCDOT employee uploads an encroachment, the 

system is designed to send automatic emails to the applicant.  In this case, only the NCDOT employee 

will be notified of any changes.  Therefore, the NCDOT employee must notify and/or otherwise 

communicate with the submitter separately. 

The Reviewer Role is where NCDOT District Engineers or other designated NCDOT Employees make 
encroachment additions and/or changes that applicants can view.   

 

Purpose 
The NCDOT Permits site was created for the following reasons: 

¶ Reduce review time between the Applicant and NCDOT. 

¶ Provide electronic submittal and exchange of Encroachment Submission documentation (e.g. 

Agreement Form, Plans, Cover Letter, and other supporting documentation as appropriate). 

¶ Track encroachment submittals statewide with abilities specific to user interests, such as by 

District office, or by Central Utility office encroachments. 

¶ The Applicant and NCDOT can review and monitor the status of an encroachment. 

¶ Monitor the length of time that an encroachment is handled by each office. 

¶ Maintain consistency with the statewide encroachment numbering system. 

¶ Promote environmentally friendliness by reducing hardcopies and paper waste. 

¶ Allow submitters to obtain approved encroachment permit documents after NCDOT approval. 

 

 

https://connect.ncdot.gov/municipalities/Utilities/Pages/help.aspx
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Encroachment Review Process 
To ŎǊŜŀǘŜ ŀƴ 9ƴŎǊƻŀŎƘƳŜƴǘ {ǳōƳƛǎǎƛƻƴ ƻƴ ǘƘŜ /ƻƴƴŜŎǘ b/5h¢ ǎƛǘŜΣ ȅƻǳΩƭƭ Ŧƻƭƭƻǿ ǘƘŜǎŜ ōŀǎƛŎ ǎǘŜǇǎΥ 

¶ Log into the Permits site:  https://connect.ncdot.gov/site/Permits/Pages/default.aspx using your 

NCID Username and Password. 

¶ Create a new Encroachment Submission attaching the required documentation (e.g. Signed 

Agreement, Cover Letter, Plans, Special Studies, etc.). 

¶ Review the email confirmation with the assigned Encroachment ID (e.g. E001-123-19-12345). 

¶ Review the status of the encroachment on the Permits Dashboard. 

 

 

 

 

 

 

 

 

 

 

 

https://connect.ncdot.gov/site/Permits/Pages/default.aspx
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Log in to the Permits Site 
IMPORTANT:  To submit encroachments to NCDOT using the Permits site, you first need a Business 

NCID Username and Password. 

¶ NCDOT employees  

o Submit the employee NCID into the form at 

https://connect.ncdot.gov/municipalities/Utilities/Pages/help.aspx  

o When access has been granted to the Permits site 

https://connect.ncdot.gov/site/permitsΣ ȅƻǳΩƭƭ ǊŜŎŜƛǾŜ ŀƴ ŜƳŀƛƭ ƴƻǘƛŦƛŎŀǘƛƻƴ ŦǊƻƳ 

NCDOT. 

 

¶ Non-NCDOT employees- New User Registration 

1. Create your Business NCID account here:  https://ncid.nc.gov/idmdash/#/default (see 

Appendix A).  An email will be sent to complete the NCID registration process. 

2. Submit the Business NCID created in step one above into the form at 

https://connect.ncdot.gov/municipalities/Utilities/Pages/help.aspx. 

 

When access has been granted to the Permits site https://connect.ncdot.gov/site/permits, 

ȅƻǳΩƭƭ ǊŜŎŜƛǾŜ ŀƴ ŜƳŀƛƭ ƴƻǘƛŦƛŎŀǘƛƻƴ ŦǊƻƳ b/5h¢Φ 

IMPORTANT (Non-NCDOT employees):  When you log into the Connect NCDOT site, 

remember to type NCID\  before your username (e.g. NCID\ yourusername). 

 

There are three (3) methods that can be used to access the Permits site: 

Method 1 

1. Access the NCDOT Connect site:  https://connect.ncdot.gov 

2. Select Sign In and type Permits in the search bar 

3. Select Permits from the list of available sites 

 

 

 

https://connect.ncdot.gov/municipalities/Utilities/Pages/help.aspx
https://connect.ncdot.gov/site/permits
https://ncid.nc.gov/idmdash/#/default
https://connect.ncdot.gov/municipalities/Utilities/Pages/help.aspx
https://connect.ncdot.gov/site/permits
https://connect.ncdot.gov/
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Method 2 

1. Access the Utilities Encroachments page:  

https://connect.ncdot.gov/municipalities/Utilities/Pages/Encroachment-Agreements.aspx 

2. Select the Login button 

 
 

Method 3 

1. Enter Permits in the search bar on any Connect NCDOT page 

https://connect.ncdot.gov/municipalities/Utilities/Pages/Encroachment-Agreements.aspx


NCDOT Encroachment Submissions User Guide 

7 
 

2. Locate and select Permits in the list  
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Submit a New Encroachment 
To submit a new encroachment, do the following: 

1. Select Submit New Permit (green button on right) from the Permits Home page. 

 

 
2. Select Encroachment as the type of permit for which you are applying. 

 

 
 

3. Using the table below, complete the input form.  Fields denoted with an asterisk (*) are 

required. 

 

Field Name Description 

Project ID Submitter defined information. 

County* In which the encroachment is located.  An encroachment must be 
limited to only one county for proper routing to the correct District 
9ƴƎƛƴŜŜǊΩǎ ƻŦŦƛŎŜ ŦƻǊ ǇǊƻŎŜǎǎƛƴƎΦ 

Agreement* Specify appropriate encroachment agreement form to be submitted. 
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Submitter ¢ƘŜ ǎǳōƳƛǘǘŜǊΩǎ ŎǊŜŘŜƴǘƛŀƭ ǎƘƻǳƭŘ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ǇƻǇǳƭŀǘŜ ōŀǎŜŘ ƻƴ 
user access. 

2nd Party* The owner or maintainer of the facility to be installed in NCDOT right 
of way. 

3rd Party Optional based on form type.  The second party becomes an 
intermediate owner/maintainer and generally will be the entity 
responsible for the construction.  The third party is the eventual 
owner/maintainer of the installed facility. 

Routes* Enter all applicable NCDOT routes affected by the installation (e.g. 
US70, US401, NC50, SR1005, etc.  Use SR0000 only for new 
installations located along roads which have not yet been assigned a 
number by NCDOT. 

Local Road Name e.g. Main Street, Glenwood Ave. 

Location* Brief description of location to assist in finding the location of the 
installation relative to other nearby highways or other common 
features. 

Contact Person* Pre-populates based on the Submitter NCID 

Contact Phone* Pre-populates based on the Submitter NCID 

Contact Email* Pre-populates based on the Submitter NCID 

Notify Email Send a notification email to the email address specified when the 
application is returned, permit approved, permit denied, or permit 
withdrawn.  Separate multiple email addresses with a semicolon. 

Design Engineering Contact If different from the primary Contact Person. 

Submitter Comments Additional information as appropriate 

 

 

Select a County from the dropdown list.  The link to the NCDOT Directory for Highway Divisions appears.  

Provided are the contacts for that specific Division in the event there are any questions.  
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Select the desired Agreement from the dropdown list.  If an Agreement of 16.6 or 16.6A (Three-Party 

Utility) is selected, an additional field labeled 3rd Party is displayed.   

 

IMPORTANT:  Work covered by an existing Blanket Encroachment (previously approved by the 

Utilities Unit), can be submitted and managed through this site.  It is recommended that a copy of that 

blanket agreement is also submitted in the site as an easy reference for NCDOT reviewers for this 

proposed work to be done.  Maps or drawings showing the location and extent of work to be done 

should be submitted within the Encroachment Submission for approval by the District Engineer.  A 

letter of concurrence (as a form of permission) from the District Engineer must be received by the 

utility before commencing the work for Blanket Encroachments involving trenching, plowed-in and 

Cable TV installations under blanket encroachments (Forms 16.3, 16.3A, and 16.4).  A letter from the 

District Engineer is not required for utility service taps and aerial utility crossings and taps (Forms 16.5 

and 16.5A) 

 
 

Specify the Route(s) associated with this encroachment.  When searching, enter the desired route or 

numeric identifier in the search bar without hyphens or spaces (e.g. I40, US64, NC8, SR2600, or 1234).  

The list of available routes within the county will be displayed.  Select the desired route from the list.  If 

multiple routes are involved, perform the search again and select from the list.  To search for a specific 

route or roadway using ArcGIS, select the location button. 
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Enter the Location details as to where the installation will occur.  Be descriptive as possible.  To display 

an example of a location description hover over the question mark. 

 

 
 

The Contact section will prefill based on your NCID login credentials.  The Contact Email and Contact 

Phone can be edited if desired.  In the event another individual(s) would like to receive an email 

notification when the encroachment is approved, denied, or withdrawn, enter the email address(es) in 

the Notify Email field.  Separate each email address with a semicolon. 

 

IMPORTANT:  Please verify that the email address(es) you are providing is accurate. 
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Select the signature authorization check box indicating you are authorized to submit an encroachment 

on behalf of the 2nd Party to NCDOT.   

 

4. Select Attach Documents to continue.  A panel will display that will allow you to attach all 

supporting documentation (e.g. Cover Letter, Signed Agreement (see instructions for properly 

submitted agreement form), Plans, engineering calculations, reports, etc.).  Use the Upload 

option or drag-and-drop each file using Windows Explorer into the upload panel (red box 

highlighted below). Only PDF documents will be allowed. When all documentation has been 

attached, select Finish to continue. 
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The following message is displayed indicating that the encroachment has been successfully submitted to 

the NCDOT District Office.  Select Close to return to the Permits Home page. 

 

 
 

In addition, an email confirmation will be sent from NCDOT indicating that the encroachment has been 

successfully submitted for review to the NCDOT District Office.  This email contains a link to the 

Encroachment Submission for future reference and/or correspondence with the NCDOT District Office. 
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Permits Dashboard 
Once an encroachment is submitted to NCDOT, the Applicant can determine the current status of an 

encroachment or view previously approved, denied, or withdrawn encroachments by selecting the 

respective tab on the Permits Dashboard.  Each encroachment will be prefixed with the letter E under 

the Permit column on the dashboard. To view the details or documents associated with the 

Encroachment Submission, select the desired encroachment.  Select the All tab to view a list of all 

Encroachment Submissions. 
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Return to Applicant 
Periodically, you as the Applicant may be asked to submit additional documentation (e.g. Signed 

agreement, Environmental Study, revised plans, etc.) to NCDOT because the initial submission is 

considered incomplete.  To upload additional documentation, do the following: 

1. Locate the Applicant tab on the Permits Dashboard. Encroachments that have returned to the 

applicant for additional information will be listed. Select the encroachment from the list. 

 

Note the current status of the Encroachment Submission and any correspondence from NCDOT in the 

New DOT Comments field.  If NCDOT has attached a document(s) for your review, it will be located 

under the Document(s) View section.  ¢ƻ ŘƻǿƴƭƻŀŘ ǘƘŜ ŘƻŎǳƳŜƴǘΣ ǎŜƭŜŎǘ ǘƘŜ ŜƭƭƛǇǎƛǎ όΧύ ǘƻ ǘƘŜ ǊƛƎƘǘ ƻŦ 

the document, ǎŜƭŜŎǘ ǘƘŜ ŜƭƭƛǇǎƛǎ όΧύ ŀƎŀƛƴΣ and select Download. 
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2. Launch Windows Explorer and drag-and-drop each file into the Document(s) View (red box) 

area.  Only PDF documents will be allowed. Within a few seconds each file is uploaded to the 

Encroachment Submission. 

3. To notify NCDOT that the requested document(s) has been uploaded to the Encroachment 

Submission and is subject to further review, select SEND BACK TO DOT (blue button). 

4. Enter a comment (optional) associated with the document(s) recently uploaded. 

 

5. Select Send to continue or Cancel to return.   
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Edit - Encroachment Submission - Applicant 
Information on the Encroachment Submission can be updated after the initial submission (e.g. 

Agreement, 2nd Party, Routes, Contact Phone, Contact Email, Notify Email).  However, your role as the 

Applicant limits you to which tabs and fields can be updated.  To update an Encroachment Submission, 

do the following: 

1. Locate the Applicant tab on the Permits Dashboard and select the desired encroachment from 

the list. 

 

 

2. Select Edit Properties on the Encroachment Submission welcome page. 
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3. The Edit Encroachment page is displayed containing multiple tabs (e.g. Detail, Files, Contacts, 

Comments, Decision) that are available for view/update.  The Detail tab is displayed by default.   

 

 
















































































































